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Agency 
City of Frederick 

Division/Unit 
Finance 

Item No Description Retention 

Single audit 

Ordinances, copies 

Alphabetic files - family self-sufficiency program, fire 
companies, fixed asset file, AETNA, automation counselors, 
Mid-Atlantic, MPFOA 

1 

2 

3 

4 

5 

6 

7 

Investment files - all investment activity, investment policy, 
banking services 

Agreements - leases, grants, annexation 

Banks - correspondence, statements, requests-wire funds 

Property sale information 

Permanent. Transfer 
periodically to the Maryland 
State Archives 

Retain until no longer needed 
for reference, then destroy. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Retain until updated or 
superseded, then destroy 

Retain for life of agreement, 
plus 4 years, then destroy 

Retain 3 years, then destroy 

Retain for 5 years after 
settlement and until all audit 
requirements have been met, 
then destroy 

Approved by Department, Agency or Division Representative 

r > a t e December fa _2001. 

Signature 

Type N a m e / J ^ n D - Leisenr ing 

Title Chief Financial Off icer 

Schedule Authorized by State Archivist 

Date 
JAN 0 B 2002 

S i g n a t u j ^ ^ / ^ , / J ^ k « / 
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Item No Description Retention 

Projects Retain for life of project, plus 3 
years, then destroy 

? Audited financial statements Permanent. Transfer files 
periodically to the Maryland 
State Archives 

1 o Grants Retain for 5 years and until all 
audit requirements have been 
met, then destroy 

11 Bond information Retain for 20 years after bond 
redemption, then destroy 

Leases Retain for 4 years after lease 
expiration, then destroy 

State and federal agency information - fiscal service report, 
admission and amusement tax, state aid for police protection, 
state assessment correspondence, unclaimed process reports 

Retain for 5 years and until all 
audit requirements have been 
met, then destroy 

Journal entries - system, manual Retain 3 years and until all audit 
requirements have been met, 
then destroy 

Bank reconciliations Retain 3 years and until all audit 
requirements have been met, 
then destroy 

W-2s Retain 3 years and until all audit 
requirements have been met, 
then destroy 

1099 information Retain 3 years and until all audit 
requirements have been met, 
then destroy 

if Reports updated through GM (software) Retain monthly reports for 3 
years, then destroy; retain year 
end reports for 5 years, then 
destroy 
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Item No Description Retention 

]<? 
Payroll reports Retain cumulative reports until 

updated or superseded, then 
destroy. All others, screen 
annually. Destroy material 
having no further fiscal, legal or 
operational value. 

Accounts payable invoices Retain 3 years, then destroy 

Cancelled checks Retain for 3 years, then destroy 

Public review adopted budgets Retain 3 years, then destroy 

Comprehensive annual financial report Permanent. Transfer files 
periodically to the Maryland 
State Archives 

Miscellaneous receivables - daily receipts and update billing 
information for airport, rents, leases, parking, property links, 
accidents to city property, health insurance 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

Cash receipt recap Retain 3 years and until all audit 
requirements have been met, 
then destroy 

ac Project files Cancelled bids - retain for 1 year 
after award, then destroy; 
successful bids - Retain for 5 
years and until all audit 
requirements have been met, 
then destroy 

Purchase orders over $5000 Retain for 3 years after paid, then 
destroy 

oY Payroll - department copies Retain for 3 years, then destroy 

Personnel files Transfer originals to HR; retain 
copies until termination of 
employee, then transfer 
immediately to HR 
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Item No Description Retention 

3o Vendor applications Retain until entered into 
computer, then destroy paper 
copies after 6 months; electronic 
- Retain until updated or 
superseded, then destroy 

3/ Credit applications Retain for 1 year after first 
order, then destroy 

~3Z Purchase orders under $5000 Retain for 3 years after paid, 
then destroy 

3 3 Accounting reports, daily Retain for 3 years, then destroy 

39 Purchase orders, cancelled Retain for 3 years after 
cancelled, then destroy 

3?" Exception reports Retain for 3 years, then destroy 

!><> Pager files Retain for lifetime of pager, then 
destroy 

3 ? Policy related Retain until updated or 
superseded, then destroy 

3 ^ Special programs - disadvantaged business Retain until updated or 
superseded, then destroy 

1)1 Bids Retain 3 years and until all audit 
requirements have been met, 
then destroy 

Purchasing committee minutes Retain for 3 years, then destroy 

Hi Personnel, copies Transfer originals to HR; upon 
termination of employee, 
transfer copies to HR 

Y2K - originals Retain 2 years after all audit 
requirements have been met, 
then destroy 

Invoices, coded copies Retain until updated or 
superseded, then destroy 
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Item 
No. 

Description Retention 

MVA titles Retain until vehicle is sold, then 
transfer title to purchaser; retain 
copies until vehicle is sold, then 
destroy 

Emission coupons - check request, inspections, certificates Retain until updated or 
superseded, then destroy 

Payroll - liens judgements, child support judgements Retain for life of withholding, 
plus 3 years, then destroy 

Hi Pension investment information - acuarial (copy), monthly 
reports, annual reports 

Retain monthly reports for 2 
fiscal years; all else, keep 20 
years, then destroy 

1/ Payroll - 941s, quarterly tax payment report Retain 3 years and until all audit 
requirements have been met, 
then destroy 

If Insurance - all liability/risk, non-medical claims, policies, 
correspondence, less reports 

Retain for life of policy, plus 3 
years, then destroy 

Certificates of insurance Retain until updated or 
superseded, then destroy 

Sri Budget - original Retain 3 years and until all audit 
requirements have been met, 
then destroy 

Correspondence Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

3-3 Business tax - daily cash updates, billing proofs, check 
requests copies, correspondence 1996-1999, month end 
reconciliations, return payment stubs 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 
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Item 
No. 

Description Retention 

Real estate tax - property transfer sheets, tax roll, state 
assessment proof, billing, monthly collection proofs, 
correspondence 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

Permit receipts - building, electrical, plumbing Retain 3 years and until all audit 
requirements have been met, 
then destroy 

Parking citation receipts, copies Retain for 3 years, then destroy 

Bills, paid Retain for 3 years, then destroy 

5* Trader's license Retain until updated or 
superseded, then destroy 

Building permit, copy Retain until location is 
approved, then forward to water 
meter office 

Oo Monthly reconciliation report - gas/diesel Retain 3 years and until all audit 
requirements have been met, 
then destroy 

(el Diesel tax report, copy Retain for 4 years, then destroy 

Requisitions, originals Retain originals for 3 years, then 
destroy 

Issue ticket Do not retain paper copy; retain 
electronic copy for 3 years, then 
destroy 

Sale of material - to replace/repair damaged equipment Retain for 3 years, then destroy 

Delivery log Retain for 3 years, then destroy 

Water and sewer billing - service orders, regular and final 
billing registers, return payment stubs, delinquent notice 
reports, daily updates, customer information changes, postings 
for billings 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 







Screen annually. Destroy material having no farther 
fiscal, legal or operational value. Retain permanently 
any material that serves to document the origin, 
development and accomplishments of the department 
Transfer periodically to the MD Archives. 



































































































Screen annually. Destroy material having no 
1 further fiscal, legal or operational value. Retain 

permanently any material that serves to document 
the origin, development and accomplishments of 
the department. Transfer periodically to the M D 
Archives. 






























